
 

 

To Entitle a SEDDAS user to the IRS Data Exchange (IDEx) 

 

 
1) Log on to the Application Business Portal. 

 

 

 

 
 



 

 

2) Select the SEDDAS application. 

 

 

 
 



 

 

3) Select Search User. 

 

 

 
 

 

 

 

 

 

 

 

 



 

 

4) Use the person’s last name to search for the SEDDAS user you want to entitle to the IRS Data Exchange (IDEx) application. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

5) A list of SEDDAS users will be returned. If multiple people have the same last name, you must look through the results to find the correct 

person you are looking to entitle. Click the button next to your selection and click View Selected. 

 

 

 
 

 

 

 

 

 

 

 

 



 

 

6) Now you will see that user’s complete profile. Double-check that you have the correct person and select Entitle Applications. 

 

 

 
 

 

 

 

 

 

 

 



 

 

7) Now you will need to select the application you want to entitle that user to. Put a check in the IDEx Highered box and click Next. 

 

 

 
 

 

 

 

 

 



 

 

8) Next you need to determine what role you want that person to play. There are two choices: User (can make changes to data, as well as 

save and submit forms), or Read Only User (can only review information, but cannot make changes). Select the role and click Next. 

 

 

 
 

 



 

 

9) Review the information, and if correct, click Grant Access.  

 

 

 



 

 

10) You will now see a Success message. When you click Back, it will take you back to Step 6 where you will see a summary of the user’s 

profile, now showing the application you entitled them to. 

 

 

 



 

 

11) You see a summary of the user’s profile, now showing the application you entitled them to. 

 

 

 


